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About skills:

“If asked what you know how to do, you respond with a random assortment
of answers: cook dinner, sing karaoke, change a tire or change a diaper. The list
could be endless. We want to narrow the list down to all of the things you can do
well in a professional setting.

While you might be the pie-eating champion in your hometown, unless you
think you might make a career out of it, it won't be a skill to focus on here. While
making a list of skills may seem elementary, think about it in business terms. It's
essentially resource identification. You don’'t know what you have to put into a
project until you assess all the resources.

Putting your skills on paper allows you to see a complete picture of what you
are capable of, and more importantly, what you aren’t. One of the biggest mistakes
many people make in this process is to apply for jobs they aren’t qualified for.
Others might be qualified but have resumes that focus on skills not required for that
particular role.

The goal here is to take an inventory of all your skills so you can decide not
only which ones you want to use the most, but to make a better match between
what you have to offer to careers that might be of interest as well as to determine
what additional skills you might need to attain in order to get the job you want.”




1) List your skills 2) Rank them from strongest to
weakest




About behaviors:

“The reality is that while we think we know ourselves really well, when it comes
to bragging most of us are not that good at it. Not that we can’t brag—we do it all the
time. We brag about our last vacation, a favorite sports team, or our latest electronic
gadget. But it's more difficult to brag about ourselves, especially when it comes to what
we can do well. If you're at a party and everyone is bragging about how fantastic their
last vacation was, the logical question to ask, to decide who really had the best

vacation, is “What made your trip so great?”

You're going to do the same thing with your skills and explain why you are
extraordinary in that area. So although you may be great at giving presentations, and
that’'s something a specific job entails, you’d assume that all you have to do is say so.
Not exactly. The problem is that anyone you are competing against for the job most
likely will have the same skill.

If you're a recruiter and every resumé you read showcases the same skills, or
every candidate tells you how good they are at giving presentations, how do you
decide who to invite to continue in the process, and ultimately who to hire? The answer
lies in your particular why (why you are good at a certain skill) and how (how you
behave). This is the “behaviors” aspect of the Career Kaleidoscope: Behaviors are
simply the way you act—what sets you apart from others who have similar skills. If
skills are the nouns, the things you can do well, behaviors are the adjectives.”




Sample Behavioral Strengths

» Adaptive  Flexible

» Aggressive * High-energy
o Altruistic * Independent
o Articulate * Impactful
 Attentive to detail < Influential

« Committed * Insightful

e Compliant e Introverted

« Conceptual * Loyal

» Confident » Methodical
 Driven * Motivated

» Enthusiastic » Organized

« Entrepreneurial  Patient

e Ethical * Perceptive

» Extroverted  Perfectionist

» Persuasive

» Powerful

* Procedural

* Process-oriented
» Rational

» Reflective

» Sensitive

» Social

e Spontaneous
o Strategic

« Strong-willed

* Tenacious

» Understanding
* Visionary




1) List your behaviors 2) Rank them from strongest to
weakest




About culture and environmental preferences:

“For many people, the environment and culture in which they work are a given.
They take the job for what the job is, and for what skills they might be using. But you
can do the same job in several different environments and have a radically different
experience. There are two major aspects to life on the job: environment and culture.
You might not realize it, but you probably already have a list of preferences regarding
these issues. You just may have never written them down.

Environment is the tangible aspect to your job: the physical location in which
you work, the title you may carry, and where you fit in the organizational structure.
Think about what your ideal environment for work. Where are you? How long did it
take you to get there? What is around you? Where are you sitting? Who is near you?

Culture refers to what life is like at a particular organization and includes
everything from what your boss is like to the organization’s perspective on training and
developing employees. If you are working in a new field or industry, it may be very
Important to you that your company sends you to a certain amount of training each
year. Maybe you would rather learn on the job.

In this case you may care less about going to sponsored training and more
about how experienced your managers or mentors are.

Together, environment and culture comprise the organizational, professional, and
personal factors that matter most to you to get in return for your hard work.”




1) List your culture and 2) List from most important to least
environmental preferences important




About benefits:

“While organizations are not required to give you benefits, most
do in order to make it more enticing for people to want to work there.
Benefits may include health insurance (medical, dental, and/or vision),
transportation stipends, on-site childcare, a company car, or domestic
partner benefits. At this point in the process when you are searching
for your career sweet spot, a long list of tangible benefits isn’t
important since it won’t make a crucial difference in your career.
However, you may be in a situation that would require you to have
certain benefits in order to take a particular job.

There aren’t many absolutes when it comes to benefits. A
company car might be nice, but you can always buy one, or take
public transportation to work. On the other hand, suppose your spouse
doesn’t work and your family relies on you for medical coverage. Then,
healthcare might be a “must-have” benefit.”




About rewards:




1) List any “must-have” and 2) Determine your three salary
“absolutely can't live without” figures: a) bottom line,
benefits b) acceptable, c) ideal




